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ACCOUNTING SYSTEM FOR THE CI4 ASSISTANCE FUND

1. CENERAL

Accounting Records - This accounting system provides for the maintensnce

of & "Cash and Ooneral Journsl® (See Sectiecn II) and Sencral Ledger Accounte
{See Section III).

Loang - After an arplication for 2 loan has been properly approved and
funds advanced, thes transaction is entered in the "Cash and General Journal”
as an debit to Acoount 30, "Loans®, and as a oredii to Account 20, "Cash on
Hapd® or Account 10, "Cash in Bank®, s# appropriate, The application shall
then be filed in the "Open Accounts®™ folder,

Repayments - When repayments are received, a receipt shall b2 nrepsred in
duplicste. The originsl shall be given the applicant and the copy atisched to
the individuel’s loan application. When the loan has been repadd in full, the
application shall be trensferred to ihe "Closed Accounts" folder, 2 repayment
transaction shall be recorded in the "Cash and Oeneral Journal™ as & debit to
hooount 20, Cash on Hond", and as & credit to Account 30, "Loans",

Hejected Applications - When for any reasons, applicaticns for losns arse

rejected, they shall be filed in & "Rejected Applications™ folder and no further
action taken.

Delinnuent Losns ~ Loans which sre in arrears one month ox more shall be

flagged so that this fact will be immediately noliceable, The losn appliecations

for these Ioans shall contioae to be filed 4n the "Open Accounts™ folder,
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Uncollectible Loans - When & loan iz considered uncollectible, it shall

be referred to the Welfars Assistance Board for proper actlon. If the Board
declares the loan uneollectible, & notation shall be made on the losn application
and the application transferred to an "Uncollectible Loans® folder, The balance
of the loan which has bsen declarsd uncollectible shall be entered in the “Cash
and Oensral Journal' as 2 deblt to Account 60, “Uncollectible Loans Charged Off™,
and 82 a credit to Account 30, “losns®, The acoount mumber affected snd appro-
priate notation should be made in the "Remayks® columne

Monthly Posting to ledger Accounts - At the end of each month the columns

on the "Cagh and Genersl Journal” shall be totaled and posted in sumsary o
the Uenerzl Ledeer Accounts,

Reports - A "Statement of Income and Expenses™ {See Exhibit "a"}, a ®Balance
Sheet” (See Exhibit "A") snd sm “Analysis of Losn Iransactions® (See fxhibdt "B%)
shall be preparsd monthly.

II. CASH AND OEKRHEAL JOURNAL

AIl financial transactions will be entered on this record in the appropriate
columns. For sach debit or credit entry thers must be & contra credit or debit
entry. ZIranssctions for which specisl colusmne are not provided will be entered
in the "Miscellansous kecounts” column. Entriss under "Histellansous Accounts”
shall be summarized at the bottom of the coluan to show the account number and

the total amount aspplicable to that account.

I11. GRNERAL LEDOER ACCOUNIS
The general ledger sccounts listed below ere prescribed at this time.

(Other ledrer accounts should be established when necessary. These socounts
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shall be saintained on threee-column penersl lsdper sheets a small supnly of
whkich is attached for your use.

10 - Cash in Bank = This debit balence account represenis the amount of

cash on depesit in the cank, Debit thia sccount with bank deposits and interest
on bank deposits. Credit this aocount with withdrawsls and vank service charges,
20 - Cash on Hamd ~ This debit balance account represents the amount of

cash an hand, Debit this agoount with withdrawals from bank for the purpose
of providing cash for nmiscellanecus expenses and small loans, cash repayments
received and other aash receipts increasing the cash on hand balence, Credit

- this acoount with the amount of small losns made from cash on hand, cash expende

itures for miscellsneous expsnses and other disbursemente decreasing the cash
on hand balance.

30 ~ losgs - This debit balance account represents the nel amount of all
losns cutstanding. Debit this secount with the amounts of loans mede, Credit
this asccount with the amounts of paymenis recelved and loans declared uncollsct=
ible.

40 - Welfars Fandﬁam « This credit balance sccount represents the

excess of income over axpenses for the previous yeers. 4t the end of sach
acoounting year this acecunt shall be credited with the amount of the net
income (profit) or debited with the amount of the net expeuse {loss), whichever
is reflected in the "Profit and Less™ account,

y = Profit and Logs -~ This account iz to be used only et the end of the
accounting yesr to determine the amount of net income (profii) or net expense
{loss) for the yesr. Credit this account at the snd of eech accounting year in
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the amount of the belance of Account 60, "Incawe®. Debit this account at
the end of sach accounting year in the amounts of the Lalances of Accounts
70, B0ffice & Other Expenses™; 80, "Unoollectible Loans Charged Off™; 90,
“Grants Hade = Extreme Hardship Cases"™; and 95, "Urants to Potomac Recrsation
Lagociation®, After the above nentloned debit end eredit entries have been
made, the balance in this account would represent the net income (profit) for
the accounting yeer if it is a credit balance, or the net expense (loss) for
the accounting yvear if it is » debii balance, If the amount is a credit
belance, debit this account in the amount of the balance to close it into
Acoount L0, "Welfsre Fund Balasce"; if the amount 1s a debit balance, credit
this secount in the amount of the balance to close it inte Account L0,
*delfare Fund Balance®,

) « Income - This credii balance account represents the total income
received by the Welfare Fund during the accounting yesr, Credit this account
with the smount of income fram 0SI, interest on bank deposits, gifts, etc,
Tebit this sccount in the amount of iis balance at the end of the accounting
year for closing into the "Profit and Loss" account,

70 = Office & Other Expenses - Thie debit bslance account ropresents the

total of 31l office and other expenses incurred during the accounting year.
Debit this account for expenses paid, Crsdit this acocunt for any refund
received for overpayment of expenses, Also credit this acecunt in the amount
of ite palance at the end of the accounting vear for closing inte the “Profit
and Loss” account,

80 = Uncollectible Leoans Charged Off - This debit balance represents

the total of all loans declared uncollsctible during the accounting year, Lebil
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this account with the smounts of loans declared uncollectible. Credit this
account if uncollectible loans are collected at a later date., Alsc credit this
account in the smount of its bslance &t the snd of the accounting yesr for closing
jnto the "Profit and Losa™ account.

90 = Orantg Made - Extrems Hardship Cages - This debit balsnce sccount

represents & totsl of all grents made to CIA employees during the curvent
accounting yesr on the basis of exireme herdships, Debit this account in the
ancunt of each grant made from the fund, Credit this sccount in the amount of
its balance st the end of the year for closing into the "Profit and Loss" account.

95 - Grants to Potomsc Recrestion Associstion = This debit balance account

represents the total of all granis made to the Potomsc Hecweantion Association
from the Welfare Fund during the current accounting year, Debii this sceount
in the amount of esch grasnt made to PRA, Credii this sccount in the amount of
jts balance at the end of the sccounting year for olssing into the "Profit

and Lows” mocount.

P
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Exhibit AR

CIA WELFARE ASSISTANCE PUND

Statenent of Income and Expense for the
Period 1 Jammary 19__ through , : 1%
{Carrent Fonth late)

Income: ' This Month  Oumalative
Genergl Services, Inc,.
Other
fotal Income
Expensonr
Office & Othexr Expenses ] 4
Grants Made - Extreme Hardship Cases
tincollectible losns Charped Off
Grants to Potomac Recreation Assoclation
Total Expensas
$
det Incoms {or Expense) _
BALANCE SHEET AS OF
ASSETS
Cash in Bank #
Cgsh on Hand
Loans ————
Total Assels ................-.“ N—
HET WORTH
Welfare Fund Balances
As of 1 Jamusry 1955 &
Het Income {or zxpem) S
Total Net Worth @

% Insert canulative Net Income {or Expense) from Statement of Income and Fxpanse.
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CIA WELFARE ASSISTANCE FUND

Analysie of Loan Transactions
turing the Month of

Losne cutstanding at beginning of month,
Loans made during the month

Subetotal

Loans repsid during the month.
Subwtotal

Loans declared uncollectible by the Board

and charged off.
losns cutetanding st end of month.

# Insert in PRo." column the number of losns paid in full

ANALYSIS OF OUTSTAKDIRG LOANS

Status:
Corrent
Delinquent: Bo,  Aamoumt
1 to 2 months $
2 to 6 nmonths

6 to 12 months
Hore than 12 months

Total delinguent loans
Total outstanding loans

Remariksy
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